gm Woe gl 3-3-1

™ . Approved For Release 2005/11/21 : CIA-RDP70-0Q211R000700350015-9% - .
) - . AL, T Y v:f‘;.z ~,&/f%[”

Chief, decords Management Divislon
Chief, Records Systems Jranch
Tnventory of Filing Equipment (as of 30 June 195L)

1., The sttached cxhibits atbermt fto show in trdel form the
mbar of ploces and value of f£iling equipment in use in the
Agenoy (US only). The figures are shown by type of equipnent,
140, visitle index, card cabinets, esic, with e wore detailed
breakdown of correspondence type file cablnets.

2, Exiibit 1 shows the f1ling equipment, Ly %ype, used in
the Headguariers insgiallstion, Hxhibit 2 shows the same infor-
STAT mation for| | #xhibit 3 shows the quaniliy
and value of this equdpment procured by the Agency in fiscal yoor
19k, hibit L shows the nurber of combination lock cabinets in
usd, .

3. Tha inventory does not show the offices to which this
squipment is charged, Most of it is charged % the different
Bullding Cupply Dffices, For instence, the milding Supply ,
\ OfMcor for Hadldings I, J, K and L 1s charged wilh 2650 L drawer,
' : legal size, corbinatlon lock, safe file cabinets at a value of
N $659,003,%, Tis equipment is actually in nse Ly the offices
phyﬂiamy'lamtaﬁ in these buildings, 4 chack with the Bullding
Supply Officer’s revealz that they have no records o show the
offices having this equipnont,

e Fadribit 1 shows that a total of 12,57h itens of equip-
ment at a value of §2,372,572.24 are in use in the ileadquarters
ingtallation of the Agency. Of this awuni, 9,697 ltens at a

“ valuo of §1,795,941,35 represent correspondence Yype filing
equipment, The most significant figures, however, are Ywse for
i drswer, logal alse, combination lock, safe file cabinets, ‘here
sre in the leadguarters ingtallation of ihe Agenoy slone, 6,293
of these csbinets at a velue of $1,493,595.27.

5 The Records Systen Srench ls developing o serdes of prow-
jects to snsure the cowplebte and efficlent utdlization of all
types of filing equiprent, Initially thie program will cover only
eorrespondence type file eabinets mince this is the area which has
the moat potentisl, TFarther projects for the contrel of other
types of £1ling equipment such as visible index, card and wicrolilm
eabinets will be intHlated o3 soon as this imsnch is in a posi tlon
to sssume this responsibility.
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6, The initisl project 1.1l nmovide Tor ﬁa«;ﬁ z‘*w‘%w arad

ral »° 211 reculsitions for mrmapanﬁamﬁ!uggw le
eabinete by the focords Mmnacement Division andjow Fref
Records Officers, Thlsz reviow will gamhan}.;‘;r' mng?:.&m of an

tion of the office’s records i datermine if ﬁm -
vePlentive® recoris manszerent %M;m is in ag@; £ X I;Q:Ts;, J
thig wey the "offecilvenass™ £ the projram cmﬁ ﬁé e % 4
and & set of ruides for spproving and disgpproving sudl ro-
qaggts} baged on achial experience, Cmn be nmrgmiﬁ for u@mﬁ
by the Area Records Officers ab & later date. 1% is ;}iw;@ a
thet this roview initislly be acoenpiished by ms@;za i?»
the Records Managerent Divicion and later celegated to iae
ires Regords 0fficers.
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